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To 


From : Acting Chief , Records Management Staff 


Subject: Measuring Effectiveness of the Records Management Program 


1. At our Area Record* Officers ’ meeting on 18 June, we did 

lude J hether ° r not report on records disposition 

activity would cover the volume of records on hand at the end of the 

1 1SC8 1 ji68r • 


+v - 4 + S1 ”° e 8 showing of hands at the meeting indicated that 

is information could be furnished, and inasmuch as this data Is 
essential to measuring program effectiveness, I would appreciate 
its inclusion in your report. Accordingly, the report should cover- 


a . 


Cubic feet of records on hand at the beginning of the 
fiscal year. 


b. 


Cubic feet of records disposed of during the fiscal 

year. (Do not include records disposed of by the Records 
Center . ) 


c . 


The former 
1958. 


Cubic feet of records on hand at the end of the fiscal 
year. 

submission date for this report is extended to 15 August 


el * Mnt essentia' to measuring records disposition 
“ inventory or record keeping equipment. Accurate 
nowli edge of the volume, types, and locations of equipment vill 
also provide a basis for controlling equipment utilization and 
planning your move to the new building* 

h. For these reasons I would suggest that you physically 
inventory your record keeping equipment as soon as practicable. 

You may find it desirable to do this as you measure your volume 

f hm :r rdB h °*? 1 v? 8 ’ Addltional copies of the attached tally 
sheet are available. 
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5 - With the help of Area Records Officers, the Records 
Management Staff hopes to have compiled by 1 January 1959, e 

complete inventory of all record keeping equipment used in 
headquarters. Thereafter, it will be a simple matter to maintain 
& parpecuai (or "booV ” ) inventory based on issues and turn -5 ns 
of equipment . Your help trill be needed in two ways: 

a. An initial report of your equipment inventory between 
now and 1 January, 

b. An annual statement of the number and types of equipment 
issued or turned-in, as part of your fiscal vear 
records disposition report. 

6. Please let roe know if we can assist you in compiling 
the inventory I've described. 


Attachment: 

Equipment Inventory Tally Sheet 
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a . 



SAFE 


NON SAFE 


ORR & PIC 

737 

1983 

25X1 A 


5 7 

no 


OCR 

1148 

1184 


OP 

<-1 

206 


GEN COUNSEL 

23 

1 


OTR 

403 

150 


OL 

377 

245 


OSI 

339 

42 


CONTACTS 

74 

139 


AUDIT 

15 - 

1 


OBI 


26 


SOVMAT 

5 

O 


ONE 

57 

12 


MEDICAL 

49 

3728 ' 

16 

4205 


No Reports Received From: 

Comptroller, Security, FDD, Coramo, 

OCI and DDP. (Reports expected within 
a week. ) 7 


t 

' p) b O 

i^C} 
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Organizational 
Component 

DC I 

DD/s Area Summary 

DD/S Office 
General Counsel 
Audit Staff 
Management Staff 
Medical Staff 
Communications 
Comptroller 
Logistics 
Personnel 
Security 
Training 
General Service 

DD/l Area Summary 

DD/l Office 
OCR 
GRR 
ONE 
OCI 
OSI 
00 
OBI 
OIC 

DD/P Area Summary 


TOTAL VOLUME 


RECORDS CENTER 

RECORDS HOLDINGS AND DISPOSAL ACTIVITY FY 1958 (Cubic Feet) 

Total Volume of 
Records Holdings 
as of 30 June 1938 ' ? 


Records Acces- 
sioned FY 1938 


Records 
Destroyed 
FY 1958 


Records Returned 
to Originating 
Office FY 1958 


33 T 5 

10 



8,683 

1,718 

575 

212 

42. 

12 



23 ? 

6 



29. 

16 



125 

21 



270 

36 • 

55 

7 

— 

34 

4,4l6“ 

2,467" 

• 804 

107 

816 

377 

292 

17 

344 

212 

1 

2 

149 

2 

324 

40 

99 

19 

24 

- « 1 i. 



— 

10,432 

2,876 

518 

no 

7. 

3 



7,898- 
724 v 

62 

2,167 

183 

23 

396 

85 

63 

26 

155“' 

231/" • 

1,204 v 

55 

75 

370 

13 

24 

12 

9 

I50 




1 

~ 

— 

__ 

5,596 

2,596 

185 

3,504 


24,744 


7,200 


1,273 


3,826 
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Organisation 

Dd 

Executive Registry 
Operation Coordination Board 
Inspector General 
Cable Secretariat 
Planning k Derrelonaant Staff 


IDS 


Office of IDS 

36.6 




•2 

20.2 

57.0 

Audit Staff 

25.3 





35.6 

60.9 

Ccenercial Staff 

10.6 

9.0 

1.7 


1.8 

.5 

23*6 

Goaaninl cations 

1000.0a 




8U9.0a 

205.0* 

205b.0 

Cceptroller 

ItiOO.O* 


916.0* 

5oo. os 

1500.0* 

1079.0* 

5395.0 

e— — ---i 

1* c 




L.ft 

*0-1 


Legislative Counsel 

llt.O 


30.3 

6.0 


10.6 

60.9 

Logistics 

1859.9 

97.0 

1*95.6 

135.6 

233.1* 

62.9 

2681t.li 

Warehouse a 

228.0 






228.0 

Mmageient Staff 

88.6 

1.0 

18.8 



>2Jt 

150.8 

Medical Offico 

60.0 

52.0 

15.9 


1*21.1 

lit. 2 

563.2 

Personnel 

880.1 

103-5 

U>3.8 

6.2 

1227.1 

77.5 

21*38. 2 

Credit Onion 

9.7 


18.9 



20.1 

1*8.7 

Security 

568.2 




2712.9 

35.7 

3316.8 

Training 

3210.lt 

1809.2# 

15 3-5 


132-5 

57.3 

5362.? 


9203.9 

2603.7 

I79lt.5 

61*7.8 

7082.8 

1693.1 

23025.8 


DISPOSITION ANAUSIS OP AOEMCT REWORDS 
aa of October 1958 
Deotroy in ' Retire fa Becortito Center 

Office Book e O-FyviT. fWjru io-lndef 



ILLEGIB 


Pinbatot ;| Total 


U0*6 

162 


H 


3.6 


63.3 

35.8 

i li 

u}$- 


107.5 

19.8 

8.5 

177.2 




~%Su9~ 





egstlnatea 

# Includes Visual Aida 
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BUT 

omw of ma 
Beale Intelligence 
Central Reference 
Corwit Intelligence 

Rational getlaatee 

STATSPEC Of flea ofOperatlcna 
A* si* Director 

Contact Divides 



Sovaat 

Photo Intelligence 
Research and Reperte 
Scientific Intelligence 


disfcsitic»i mmm of aoirct records 
an of October 1958 


$6.8 

18*0 

2*3 



28.3 

105.5 

682.3 

ho*o 

176.0 



55.0 

753.3 

5055.0 

10927.8* 

735*9 

707.9 

9077.5 

1)65.8 

2696947 

1607 .8 

112.0 

223.0 


22.5 

n.7 

1857.0 

230.9 

56.5 

.3 


3.6 

60.5 

331.6 



5.3 

6.0 



•U 

17.3 

31.0 

573.3 

11*0.0 

70.7 

.3 

695.5 

1*8.8 

1528.6 

601.h 

ltiiuO 

39.5 


170.0 

U7.8 

1132.7 

526.8 

1731.0* 

6.1* 



206.3 

21*66.5 

7.2 

2.0 

11.3 


.1 

2.6 

23.2 

131.1* 

18.0 

lt.0 



.6 

1A.0 

19k07.9 

690.8 

385.3 

U1.9 

U.7 

10U.lt 

21515.0 



x Xneladns Mwpap ear i 
and Pariodioala 


Total* 

acr 

BOB 

206.9 

9203.9 

3.6 

2603.7 

1796.5 

61*7.8 

7082.8 

111.5 

1693.1 

320.0 

23025.8 

001 1 

30555 Jt 

16180.3 

1812.9 

727.3 

9979 J* 

2321.1 

595764* 


39966.2 

16787.6 

3607.6 

1375.1 

17062.2 

6125.7 

82922.2 
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